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} 19 Janusry 1955
MENCRANDUM FOR: Chief, DD/P-Admin
, in ~ Chief, ¥1/Admin
i W,
BURJECT: ID/P Becords Mensgement Progrem
25X1 BEFERENCE : a.
25X1 b.
e. Mamorandmm from Ghiuf, RI to DD/P-Admin,
dated 20 Pedruary 1953, Subject: Disposition
of Yorms Control Records {Teb C)
! 4. Memorendum from @z{er, RI, to PD/P-Admin,
datad 2 August 19? Subject: Forme
Maoegsment {m
o 8 Necexbe: 195&, s records management progrem wes cstablia!ied
! Lor the Andss 25X
25X1 his formally ed the programs conducted separately 1
under UBD and QFC, and pet f«m:h the purpose and objectives of the new
progran. These &Jtctivau were concerned primsrily with the consideration
of {mwdiste m mm problems arising directly from the mcoumulation
of records, lack of aystem standardization, and other & 8 of records
anppeeent Sealing with maintenance and disposition. ‘H&e
reation piards ves not specifically included in the prog although
mplie onuse of the necemsity for action on the other two aempted
sapacts. main ammafthemmmduatmmt, the
reduction of the existing record mass in the Clandestine Services, and to
preseribe standard practices, procedures, equipment, ete., for increased
record hardling efficiency.
2, cmtgtion of the DD/P records management was planned
to include three KB)Masfonm:
a ' T1 The 1deni ' file series heid
: ng & physical
h@ldiw in the Senicr Stalfs
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b. Phase II3 The analysis and evalustion of 81l records
anventoried preparstory to the determination of record

G, prase 1113 The publication and spplication of record

wortiol schedules in the Senior gtaff and Ares Divisions
o respective record officers. (This phase may also
aid to include the other aspects of a centinuing
cords progrem.)

e dbjectives of {mproved end standardized Tiling prastices,
systems, equiment, and procedures willof necessity be considered on

s gontiming besis. In order to accomplich these objectives it was and
is npecessary to identify their requirements. This preliminery identifi-
eption was also & “t of the initiel records inventory.

3. Phase I the DD/P records msnsgement program 18 nesring

completion. However, sufficient nowledge of records series and their

volue was Obtained to permit the initistion of Phase II. AS the result,
' oved for Head-

L m@eﬂt to the establishment of The DD/F mewor=w =
 ¢he Records Manageme ‘MB#.’_tributichh, General
Services Office, : entitled The Central Intelligence
‘ fecords Manegement Guide {Teb B). This guide ostensidly sets
forth the sspests of the Agency records mansgement progrem. However,
there have been nb instructions or program directives other then CIA
Regulstion[ | dated 14 July 1952 vhich formally stipulste the scope
apd requirements of srea records prograns. [ ]is the only

ssuance which includes reports management, and forms management as - - 25X

veing within the records man ¢ function of the Agency. In the
sbsence of Agency progrem clarification, the functions of r7pm"ca
managmment and fores | were not included in the DD/P records

agement ptﬁ A decision as to forms panagement responsibllity
within the Clandestine Services has been requested {n the memorandums
attached as Tsd ¢ end Ted D.

5. There iB no question that reports and form controls are
necessary to efficient managemert. Tt is not questioned that these
sunetions are refquired in the Clandestine Services. BHowever, the
present 1D/P Avea Records Officer Staff (2 1pdividuals) is not adequate
to aspume the additional responsibility for reports menagement and

i
i

formp comtrol.

mﬁiﬁtyi within DD/P be.given & definite functional assignment. If con-
sidered to be an integral part of the records mensgement function, it is
requested that provisions be pede for sufficient persomnel to perform this

Approved For Revlease 2002/ :
062(?3 : CIA-RDP70-00211R000200070033-5

E1ET

A




- — n g

i - ’
e o ! ot 4 -»:g‘ﬂ
e Appr‘é'i;/ed’ror Release 2852%%?2% : CIA-RDP70-00211R000200070033-5

function. These personnel should include Senior Staff and Area Divisions record
officers, as well as at least 2 additionsl snalysts assigned to the DD/P

Ares Records Officers. The Btaff and Division position should include
respective area records responsibility on a full time basis.

25X1A9
A

” Chief, RI

Enelosures:
As listed
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